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«EQRMEMHT:RM 1 CoL RE ‘ST FOR RECORDS RETENTION SCHfa!LE . 1SCHEDULE : C"238 /;
To be-aubmitted to the Records Monagement mVl jon :

Kall .of Records .
Commission Hall of Records Commission I:‘:GE
1. Requesting Agency . 2. Division or Bureau of. Requesting Agency
County Register of Wills ]
3. Authorization Requested (Check only one of the squares below).
A ' B c .
Dispose of present accumulation. No . Establish retention schedule for re- Microfilm and - destroy originals. -
additional accumulation is ontici- cords for which there is o continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period. of time indicated.
to warrant retention. have value to warrant their retention after .
: ] the period of time indicated. .
4. 5. Description of Records ' . 6. Recommendation
Item / Describe records accurately. Include title, form number, size of documents, of Hoall of Records
N work or activity to which the records relate inclusive dates, and quantity and Board of PUblIC
o (cubic or linear feet). Show recommended retention period. Works

M DATLY CASH BOOKS AND JOUBNALS o e

Quantityx 10 volumes ’
<\ Size: 12 x 14 x 2 (average) -
}3’ Dates 1 1930 emceee i . .
File Arrangement: Qmological
Audited by: State -

The Daily Cash Books and Journals are records of daa.ly cash receipts
and expenditures giving the date, name of payee or payer, and the

t, with totals carridd forward, The totals are transferred from
, this record to the Generai ledger, which is pemanently rotained
@ |(scheaurs - ).

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL nunxm. WHIGHEVER IS
‘ LATER, THEN DESTROY. . /’_x/,,_\
2 linverar ACCOULTING RECORDS T : |

u ‘Quantity: 25 cu, ft. A

Dates; 1%8 S -
File Arrangement: By subject and chronologically therein,
Audited by: State

34 40 TWH

The General Accounting Records are composed of the following: °

NOISSINWO0I SQY¥09

Adding machine tapes and work sheets :
Bank deposit books and bank statements o
‘ Cancelled checks, check books, and check stubs : i

Copies of monthly, quarterly and annual reports to State Comptralld
Faid bills and Soyoreas Y P e

Receipt books and stubs !

7 ency, Division or Bure epresentative "‘
: Register of Wills ' ' |
for Howard County _Q.c.t._zgﬁ_l.gée_.
i ate

Signature Title

Schedule thorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicoted in Col. 6 by Board of
‘yds Commission. . Public Works,

M%f(?éi M Sw /> 18-G5 M
Archlvlst Date - Secretary
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-‘,AM/"HR-RM 1A SCHEDULE
SRyrrs ‘)UEST FOR RECORDS RETENTION SC{ DULE C-238
" Hall of Records L ‘ (Continuation Sheet) PAGE

Commission NO. 2

6. Recommendation

5. Description of Records
Describe reccrds accurately. Include title, form number, size of documents,

of Hall of Records
and Board of Public

Quantity: 3 dooument files (1840-1927)
1 file drawer . )
Sizes Istter sise

Datess 1925 ewwwe
File Arrangenent: By subjeot; by nsms of correspondant or
estate

¢

The Gensral File includes letters and papers of 'a gencral nature
vhich are not included with the Estate Papers (Estate Docket).
This file is composed of letters of ivnquiry regarding estates,
notices to executors, administrators, guardians end legatess,
agresuents snd sdjustzmaents, notices to appsar, and appraicemant of
annual rentals and vsluo of real estate. Material having continuing
logalara&ﬂnistut&nnh.touwopcaﬁmcttheo!ﬁeos}wuld

be retained until sich valno ceases.
RECOMMENDATIONs RETAIS mmmm. THEN msm.

4,
ltem work or activity to which the records relote inclusive dates, and quonmy
No. (cubic or linear feet). Show recommended retention period. Works.
¥arrants and vouchors
RECOMMENDATIGN: RETATH FOR THREE YSARS OR UNTIL Aum, WHICHEVER
. is um. THEN DESTROY.
3 GENERAL FILE
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